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MAL or be separated by the Agency under the provisions off In 


wa. INTRODUCTION. , pts may separate from 


a Pal . the Agency . i p-initietine under the provisions of[ 


a 


Ay the event of the death of an employee, supervisors shall report the 


oe 
\4 f death immediately upon learning of it to the Office of Personnel. The 


a Office of Personnel shall report the death to the Director of the 


Central Intelligence, assist the survivors, and arrange for the prompt 


tare of all entitlements pertaining to Agency employment. The 


termination of employment of non-staff employees shall be governed by 
rs the terms of their contracts. The procedures for exit processing are 
given inf [exit Processing for Separation or Extended Leave. 
P AUTHORITY. Under the law, Agency employees do not have tenure and’ 
accordingly are not governed by the same procedures with respect to 
separation as members of the classified service. Key authorities are: 
(1): The Director of Central Intelligence is empowered to terminate 
--the employment of any Agency employee when he determines that 
‘such action is necessary or advisable in the interests of the 
United States. Termination action is accomplished under the 
authority of section 102(c) of the National Security Act of 
1947 quoted below: 
Notwithstanding the provisions of Section 6 of the Act of 
August 24, 1912 (37 Stat. 555), or the provisions of any other 


» . law, the Director of Central Intelligence may, in his discretion, 


z r - s V . 
gchar y aN _ terminate the employment of any officer or employee of the 


ere Agency whenever he shall deem such termination necessary or 
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advisable in the interests of the United States, but such 
termination shall not affect the right of such officer or 
employee to seek or accept employment in any other department 
or agency of the Government if declared eligible for such 
employment by the United States Civil Service Commission. 


(2) The Director of Central Intelligence as Head of the Central han . 


- 


Intelligence Agency is empowered by the Central Intelligence 


cates econ 21: se eile tres oS 


ne 


Act of 1949 to terminate the employment of employees of ‘the Se 


Central Intelligence Agency. 


(3) The National Security Act of 1947, as amended, specifically ~ 
2, charges the Director of Central Intelligence with the protection 
of intelligence sources and methods. To this end, Section 6 
A a the Central Intelligence Agency Act of 1949, as amended, 
\ ’ 


provides that the Agency shall be exempted from the provisions 
of any law which require the publication or disclosure of names, 
official titles, salaries, or numbers of personnel employed by © 
the Agency. Inasmuch as normal government procedures with 
respect to termination of employees declared surplus require such 
disclosures, the Director of Central Intelligence has determined 
that the termination of such employees will be effected pursuant 


to the authority cited Ka 1 preceding No employee declared 


Eeners, cal 


surplus shall be entitled to consideration under procedures set 
forth in any other law or regulation, including the Veterans' 


Preference Act of 1944 (5 U.S.C. 851), as amended, or the United 


States Civil Service Commission regulations promulgated thereunder. 


Such termination shall not affect the right of the employee to 


seek or accept employment in any other department or agency of the 
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Government is declared eligible for such employment by the 


United States Civil Service Commission. 
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[ | vouuvrary SEPARATIONS. The provisions of this paragraph apply to 


those circumstances and procedures by which an employee voluntarily 


terminates employment with the Agency. 
a. RESIGNATION 
(1) An employee who intends to resign from the Agency will, 


: ossible, give at least two weeks' notice in writing. » 
Das P g 


Pt Gar (2) The resignation shall be effective at the close of business 


on the last day the employee is present for duty except 
the following circumstances: 


(a) When an employee resigns while on leave of absence, 


he 
wank re Be 


if 


Ore 
in 


a Saad fr ae 
shall ordinarily specify the resignation date, However, - 


a request to have a resignation retroactively effective 


will be subject to review by the Office of Personnel; 


but in no case may the resignation be effective earlier 


than the employee specifies. If the employee sets 


effective date to include a period for which leave 


ole 
an 


has 


not been approved, that period may be charged to annual 


leave or may be considered as absence without leave 


(AWOL) at the discretion of the Agency. 


(b) When an employee resigns in circumstances where the 


granting of accrued annual or sick leave is proper, the 


by 


resignation date may be extended to grant the unused leave. 


(c) When an employee resigns to accept an appointment with 


another Federal agency without a break in service, 
Office of Personnel shall coordinate the effective 
of resignation with the other agency concerned. 
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(3) An employee whose separation has been proposed may elect to resign 


at ay time before the effective date of termination. However, 

supervisory officials shall not request an employee’ s resignation 
Beles a ite Coyee 

as an alternative to the initiation of a proposal that “he 

\ Rhee Ruan o@ 

separated, or advise fim that failure to resign will necessarily 


result in termination of tis employment. 


SEPARATIONS TO ENTER MILITARY SERVICE. When an employee enters 


military service under a program which provides restoration rights 


IQA aw hee, 


to hig civilian employment, ne ‘shall be separated by administrative 
action in such a way as to preserve cr legal entitlements, The 

Head of ¥ Career Service shall supply the Office of Personnel with 
the required information about the position rare ae. The Office 
of Personnel shall process the administrative action and advise the 
employee of Hts. leave and retirement rights eee rights 
under .appropriate Federal statutes and Civil Service Commission | 
regulations. 

RETIREMENT. The procedures for voluntary retirement under the Civil 


Service Retirement System and the CIA Retirement and Disability System 


are described under [ _Fespectiively. 
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P= oil INVOLUNTARY SEPARATION. As appropriate under statute or under the 


authority of the Director of Central Intelligence, an employee may be eat 


ak 


‘ oa - 
separated bY action of the Agency for the reasons of mandatory retirement; Xe 
Arran Cen eo Lay Rahat 
? ____-decision not to continue employment of a probationer 9 finding of 
o unsuitability j‘decision not to renew a contract, a finding that an employee 


Wr is legally incompetent, a finding that an employee is surplus to the needs 


of the Agency , “low standing in competative ranking under the procedures for 
fod re selection out, jmedical pinding of disability, or, “failure to accept 
Pod reassignment. An employee is entitled to retirement benefits, if otherwise 
b £ ' qualified, unless guilty of srecnses specified by statute. An employee 
! Ot entitled to retirement benefits is entitled to separation compensation, 
SSOP under the provisions off __fmless separated for reasons attributable 
: | to misconduct, delinquency, or inefficiency. 
, ae MANDATORY RETIREMENT. Agency policy for the retirement of employees under 


hus wit Cem Exct PTeorss 
qi ee ee the Civil Service Retirement system is discussed All |. 


we : nf AML sTAT 
we 7 YR’ participants in the CIA Retirement and Disability System shall be 

aytomatically separated from the Agency upon reaching the age of sixty. 
(con Seacattcterse SS Cece 


SEPARATION OF PROBATIONER. “Heads of Career Beanies are responsible 


for identifying employees under their jurisdiction who do not successfully 


complete the first year trial period. The purpose of the trial period 
is to permit assessment of the employee to- determine that continued employ- 
ment is in the best interests of both the employee and the Agency. 
4 » aX "% _{Separation need not reflect on ee competence or conduct of the probationer , : 
wae The Head of Career Service, or his representative, will notify the Director 
of Personnel before the close of the first-year trial period if he-dees 


; : ee . . 7 i 
not recommend continuation of the probationer's employment mee pst ee omned af 


| If, after review of the case, the Bimxkm Dieector of Personnel concurs 
4 with teyminatio obation, the employee shall be notified iaawrtting - 
i of the RpBreVe “Geer eas bia a DP82-09367RN08 200 1200832c6 ion. en 
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D pt >c. ‘TERMINATION OF CO CT. The conditions governing cuore A 9 

' Carty YN pt 

; rhe nonrenewal of a contract for a nonstaff employee are governed by the ee a4 
-— : f 


ee 1S ees 
- i) 
Osim terms of the contract. pao 
vA eet 
| a @ © d. TERMINATION OF EMPLOYMENT FOR UNSUITABILITY. Termination of employment 
wer. may be proposed on the grounds of ansuittabitity arising from such 
“oth 9) q situations as: . | 
S ~ (a) failure to meet the work and efficiency requirements of the Agency; 
~(b) failure to meet Agency security standards; 


740) - inability to meet ABETICY. medical standards 5 


? 
pw th amie + 


t 
ror. 

- (d) abandonment of position; a 
Doe 


(e) insubordination; - 
(f) inattention to duty; 
Af” J at (g) poor attendance; 


misuds of official funds;” 
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a criminal act; 
ao 
_ personal misconduct; < 47 ers 


(k) other evidence of unsuitability, : Ab, Ce i\o be 
a C a nme arses fot 2 per re } 

: BN = 3 -? y* Ny, Auto Se. ta. aan es ie 6) thar 

1 ES For these. purposes, some key’ definitions are: 


| \ “y / (1) “WORK AND EFFICIENCY. a toecutors faily to meet the work and 


/ 
v 
a : ae » efficiency requirements of his Career Service, or fails to adequately 
ys ‘ ; ff t “. 7 
y ye y Vs A perform the duties of the position to which ‘he as assigned should 
. re Y 
) we ‘ a be considered for separation from that Career Service and possibly 


hae 


2 ‘ues eae 
py a 


: the Agency. If the Deputy Director- er-Head of Gareer-Service having 
aN vA 
jurisdiction concludes that the individual should be separated 


NS Y \ (wewes (og bob organ At 
- from the particular Career Service: he-will forward the case, with 
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all pertinent documentation to the Director of Personnel for 
further. processing as set forth in subparagraph _ below. 
(2) SECURITY AND MEDICAL STANDARDS. The Director of Security and 


the Director of Medical Services will make appropriate 


Ce 
fe oro recommendations to the Director of Personnel when an employee 
yr KM a . does not meet Agency security or medical standards. | 


i? ; 
Gf ' -seeenmendation with appropriate documentation through the Deputy 


(3) STANDARDS OF CONDUCT. The Agency standards of employee conduct 
are prescribed in [ Deputy Directors will ensure that 
appropriate officials take or initiate corrective or disciplinary 
arg - 
action as necessary or, if warranted, forward a recommendation 
for separation to the Director of Personnel if an employee fails 
to meet Agency standards of conduct. Whenever the Director of 
Personnel is informed that an employee has failed to meet Agency 
' standards of conduct, he-will, if the matter is of a serious 
cad Lye eee vere ss 
nature;-review the case with the Deputy Director responsible for 
the employee's organization of assignment and the Head of the, 
Sheen 1M ty SS 
loyee's Career Service, if different. Hé way, in coordination 
pe : i BY ) 
with the Deputy Director concerned, cenduct-an-investigation.if 
‘this is required. If the Director of Personnel concludes that > 
Cab hepa tall Lowe rll hi GLIMIN: 
the individual should be separated,. he-wihl forwardts— 


Cawh6O 


uty 
mr 7 
era ee: Director concerned with the employee's organization of assignment 
and the Head of the employee's Career Service, and if appropriate, | 
0 to the Director of Central Intelligence.. , 
. ae . 
. v\t is 7 eas oe eee 
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e. DETERMINATION OF LEGAL INCOMPETENCE. An employee who is declared 
| mentally incompetent by court action and who is not eligible for 
disability retirement shall be separated by the action, "Separation . 
Legal Incompetence).'' The effective date of the separation shall 
be the date the Agency receives notification of court action, extended 
oe by any unused sick leave to ths employee's credit. The Office of ee 
Personnel shall advise the reeat guardian that he-may~submit a CAI ba hy 
for unpaid salary, since payments cannot be made to the employee 
after the date of the court action declaring bth: Spree At o 
SU § SEPARATION OF ee ee employee be found surplus 
to the needs of hie component, an effort shall be made to find suitable 
employment elsewhere in the Agency. Should this fail, the employee 


may be found surplus to the needs of the Agency and separated. The 


grounds for a finding of surplus are: a finding that the component 

is overstrength; a determination that there is no longer a requirement 

for the particular skills or qualifications possessed by the employee; 

or a reduction (or elimination) of the functions of the component 

; producing a reduction in staft. ‘Separation as surplus should not 

reflect on the competence or conduct of the employee. / The competitive 

| ranking of the employee may, in. some cases, be a basis for determination 
of the priority to be attached to retention of the employee. 

g. SELECTION OUT. It is the policy of the Agency to improve the overall 

level of employee performance by application of comparative ranking to 

sone | identify those employees whose performance and potential are low in 

comparison with those of other.employees of the same grade and 


occupational category. It is the responsibility of each Career Service 
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to identify those who rank in the bottom three percent of its members. 


A 


Such low-ranked personnel are to be notified in accordance with 
procedures of the Career Service, though the head of the Career Service. 
wan A. 
may remove individuals from the notification list if he-deems there 
. . Sh wt ty tet 
are extenuating circumstances. They aré to be counseled so that. 
they have an opportunity to improve performance. If they are again. 
found ranked in the bottom three percent in a consecutive year, being 
wa Ye yet ranked in the same grade- and function, they must be notified again 
AE Ss care 
See ores and, as appropriate, administrative action taken. Upon the review and 
determination by the head of the Career Service that separation is 
( ‘é On. eae c® we CORA ARA 
iP warranted, he will review the case, with the Director of Personnel before 
initiating separation procedures. a 
' cat : . oe feats nia 
a DISABILITY. The conditions governing disability retirements are Ww 
established in the regulations of. the Civil Service Retirement System 
As y and, with respect to the CIA Retirement and Disability System, i 
STA vot ee ? Cd As a general rule, Which has a few exceptions} the ee 


sl Wa responsibility for initiating action lies with the employee. 
i. NON-ACCEPTANCE OF ASSIGNMENT . By Civil Service regulations, refusal tq Sere . 


Ne 


he ‘accept reassignment is a basis for dismissal for cause but the courts cae ee 
oy Bae have recognized that an Agency may specify that it is basis for Te 
. an a iui a separation for retirement purposes. As family circumstances i 
a ow vases as oe Seat factors that may influence willingness to accept 
ve reassignment, employees who are otherwise eligible for retirement benefits 


pou | 
under involuntary separation| Gre to) be so separated for refusal to accept 


assignment. eee 
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j. In addition to a. through i. above, employees may be terminated upon 
a finding by the Director of Central Intelligence that such termination 
is necessary and sdvisablenin the idvereee of the Agency or for such 
other reasons as the Director may find will advance the efficiency ee 
the Agency. 
k. RESPONSIBILITIES att suk WAR 
(1) HEADS OF CAREER SERVICES. Heads of Career Services are responsible 
- for identifying employees under their jurisdictions who should be 
considered for separation. They or their designated representatives 
will review each case with the Director of Personnel or his 
designated representative and, when deemed appropriate, recommend 
to the Director of Personnel termination of the individual's 
employment. 
(2) DIRECTOR OF SECURITY. When warranted by the information available 
to him, the Director of Searcy after notifying the Deputy Director 
concerned, will pocommend. 06 the Director of Personnel the 
termination of the employment of an Agency employee and advise the 


Director of Personnel of the security factors bearing on the 


recommended separation. When the Director of Security considers 


‘Ay an the sensitivity of an individual case to pete ae discloses 
Ye should initially be made only to the Director of Central Intelligence 
for his determination of the action to be taken, such. procedure 
will be followed. 
(3) DIRECTOR OF MEDICAL SERVICES. When medical findings warrant, the 
Soo srk aMs Director of Medical Services will recommend to the ia es Of 
fe tarens~? Personnel the disability retirement of an employee or the termination 
a. 


bh a Cage ter Dr, 
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of an individual's employment on. grounds of medical disqualification. 
The Director of Medical Services will alse advise the Director 
of Personnel - of nedical factors bearing on recommended separations. 
(4) DIRECTOR OF PERSONNEL. Subject to the consideration set forth in 
subparagraph __, the Dirctor of Personnel will ensure compliance 
with the sdocedures established by this paragraph and will take 
appropriate action or recoumend action to the Director of Central 
ea 
1. POLICY. Involuntary separations will normally be effected in accordance 


with the procedures suggested below, These should be followed insofar 


~ 


as they are practicable, but it is recognized that there may be ieceancee: 

in any one case that make these procedural steps impractical or , 
| undesirable, and in such situations the case will be handled in a manner 
| 4 conforming to those circumstances. Furthermore, in order to meet the 
| c ~ exacting responsibilities placed aor the Agency and pursuant to his 
i seaeutory authori the Director of Central Intelligence may separate 
any aIDLOyES immediately and WenHoue regard to any suggested procedural 
_ steps when he- second j je necessary or. advisable in the interests of the 

United States. 
m. | PROCEDURES 

Cae £0 4s ~7 (1) SURPLUS Harr i ook vO ane pa eee Mend” 


oF aa ; DBO + 
(a) When a Deptity Director or Head of an taagpendent Office 
| le a ae 
requirements of His directorate or independent office, “he~ 


determines that an employee is excess to the manpower. 


the pack 
shall so declare the employee,,excess and notify the employee 

(he 
a \) in writing of such action. In making this determination “he. 


ion pet DAh » Ldn Wake Ve. ah Nae Bop Dy 
shall take into consideration the current and anticipated 
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manpower requirements of his directorate or independent 
office as well as the employee's performance, nature of 
service, qualifications, and grade. 


(b)_--The Deputy. Director or Head of an Independent Office shall ; 


} 2 a forward any declaration made pursuant to subparagraph 


| ‘4 s , ‘ . ‘ . 
he “af Nae wt above to the Director of Personnel who shall inform the 


Gq ‘ employee in writing of right to submit within 10 days 


a request to be heard orally by an appropriate officer 


v ,V 
ee oe ee: 
s ad of the Office of Personnel or to state in writing to the 


en all 


Director of Personnel why he should not be declared excess 


ee his aeeenepate or independent office or to provide any 
other information he Fein ee cane: After appropriate 
review including consideration of any statements or any 
information provided by the employee, the Director of 
Personnel may request the Deputy Director or Head of an 
Independent Office to reconsider the declaration of an 
employee as excess. 

(c) The Director of Personnel shall review the qualifications 
and background of an employee declared excess to the manpower 
requirements of a directorate or independent office with a 
view tovard Macing Rig elsewhere in the Agency at the same 
or different grade. As part of this review process, the 

~--—emp loyee shall be interviewed by an appropriate officer of the 


Office of Personnel. 


yr in the Agency an employee who has been declared excess to the 


K\4 ar, a A manpower requirements of a directorate or independent office, 


wet 
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ge wv (d) If the Director of Personnel is unable to assign elsewhere 
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Vo 
she-shall itumnaa® to ithe Director of Central Intelligence * 
A h 


are 
that the’ Director oF ce Central Intelligence (1) declare’ the 


ata employee palnen to the Agency; (2) terminate the enn loves! s 
ge Pe 
C4 wo) siionene utilizing htts- authority under section 102(c) of 
— 3 the National Security Act of 1947, as amended; and (3) establish 
Vv [a 1. pwns 
: the effective date of such termination, The Director of 
Personnel shall notify the employee in writing of this action 
and of the employee! s right to present through the Director 
‘of Personnel to the Director of Central Intelligence within 
10 days any information in writing concerning why hts. 


employment should not be terminated and any other information 


ee 
‘he deems relevant. 


es ee receipt of a recommendation by the Director of Personnel 
Y~ vans ux to declare an employee surplus to the Agency, to terminate his 
yy a ; Bog we employment, and to establish the effective date of such 
ws Pe RAN termination,: the Director of Central Intelligence may take one 
reese of the following actions: 
; (1) Declare the employee surplus to the Agency, terminate ee 


cal ye 2p gp loyment pursuant to section 102(c) of the National 
ae a Security Act of 1947, as amended, and establish the effective 
date of such termination. Such effective date shall be 
_ not less than 30 days after the Director of Central 
‘Intelligence has a action to terminate “is siaioyneatn 


Ne 
(2) Disapprove in whole or in poe the recommendation of the 


Director of Personnel. 


AS er fe a 
o- et ee 
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_ oO. The Director of Personnel shall Sie the employee 


— (g) 


(2) ‘OTHER INVOLUNTARY 


ube (a) 


relevant security or medical factors. 


(b) 


in writing of the decision of the Director of Central 
Intell igence. is 

The provisions of this paragraph do not limit in any 

way the authority of the Director of Central Intelligence 


under section 102(c) of the National Security Act of 1947, 


‘as amended, and as implemented > Further, this STAT 
paragraph shall not affect the responsibility and authority 


‘of the Director of Central Intelligence to remove, demote, 


or reassign ay employee whose conduct or performance we 


warrants such action. 
. eo = ; ae woe 


Cc 
Whenever a Head of Career Service proposes to recofimend en 
he. Creat. yersn ne: 
separation of an employee under his jurisdiction, -he—or--his - 
Ftcnta at Ae Q Seok pr ar treed 
representative will first review the case we e Director -_ 
f Ow 
of Personnel or frig designated representative, » \ who, if 


a 


appropriate, will review the case with the Director of 


Security or the Director of Medical Services to identify 


When a case is referred to the Director of Personnel with a 


“recommendation that an employee be separated, the Head of 


it LW fan G & og 1 Ghang & 7) Trenena | 
Career Service or ‘his representative will advise thé employee 


concerned and iafion Rim of the reasons for the recommended 


separation., pe cp C fend ss wetel Jo Cope. 
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(c) Upon receipt of a recommendation from a Head of Career 


Service, or from any other Agency official authorized <a 


to make recommendations that an employee be separated,” 
QW rk Qire ed 
or on the basis of hte own review of a personnel problem 
: Co 
Stetson the Director of Personnel or frig designated 


representative will confirm to the employee that he-is: 
tA \peman, Cort Aes yi yewes 
~being considered for separation and will extend to him 


reve sate a ‘ ee ae i ppt ah me ; 
an opportunity, y te-submit a writt Stacenent or By comment 
ond 


orally-within 10 days. 
(d) If the Director of Personnel decides not to recommend 
termination of the individual's employment following Rts. 
review of the case, he-widi-consult the Head of the Career 
, ark, ue C peank Cah ; ; 
Service,as to another course of action, If the Director 
of Personnel concludes that termination of the individual's 
, employment is to be recommended, -he-will advise the employee 
; \e2. tek. 
aes at that fact and forward the case to the Director of Central 
Linn wow ty! Intelligence for decision. In this event, the Director of 
Personnel will also notify the individual that he-may file 
fe 
a written appeal of the termination recommendation, wit the 
zr 
pir€ tor within 10 days. 
(e) Pursuant tohis statutory authority, the Director may separate 
Ay Coeweed 
an employée immediately when he-deems such action, necessary 


or advisable in the interests of the United States. To the 


extent consistent with the interests of the United States, the 


Sa 

& 

iB nt procedures set forth in the subparagraphs immediately above 
uh in 

aan _ will normally be followed, although in certain cases they may 
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be impracticable or inadvisable. The Director, therefore, © 
may determine it to be in the interests of the United 
States to direct a termination without further action. 


(3). RESIGNATION IN LIEU OF TERMINATION. An employee whose separation 


i has been recommended may elect to resign at any time before the 
i Srl ; effective date of separation. If an employee elects to resign 
f ee we? after formal action has been initiated but submits his. resignation 
yw BX effective at a future date, the Director of Personnel or his. c_ 


designee will determine, after consultation with appropriate 
officials, whether the best interests of the Agency require 
continuation of procedures to effect tis involuntary separation « ple 
Oe cass vals at an earlier date. When an employee has resigned after initiation 
BD LA hee of formal action, but before ee of a review of moe ; 


ys of peti Him E the Director of Personnel or fae designee will obtain such 


oe j information as may be ee to document internal Agency records 
Spi af ee ~“ to reflect the circumstances of the resignation and to establish 
a basis for responding to subsequent inquiries about the individual's 


employment with the Agency. ’ 
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